EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN Use a separate claim form 


per currency. All ICO expenses including mileage can be put on the same form using the 


category menu. Ensure category has been selected before entering data to the right of that column Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have 


been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 


DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 
Elizabeth Denham COST CENTRE: 


DESCRIPTION OF EXPENSE 


TIME 


DATE DEPARTURE ARRIVAL REASON FOR TRIP CATEGORY 
CHOOSE FROM DROP DOWN 


(WHAT YOU PAID FOR) LIST 


Return flights to Canada Overseas Travel & Accommodation 24 
Internal flight Overseas Travel & Accommodation 


DD/MM/YY 00:00:00 00:00:00 


14:55:00 


( WHY YOU TRAVELLED) 


Conference in Canada 
C 


S 
pi 
So 
D 
ES 
my 
x 


13:05:00 


17:10:00 onference in Canada 


16/06/17 


17:48:00 


TOTAL EXPENSES INCURRED 


Claimant declaration: Elizabeth Denham CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle 
used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 


certificate on the date of travel. 


Now forward this claim and your scanned receipts to your approver who should 
review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


TOTAL CLAIMED/(REPAID TO FINANCE) 


120 - LEADERSHIP TEAM FINANCE USE 


AMOUNT 


CLAIMED 
RECEIPT NO. NO. cHoose PROJECT 


NUMBER MILES PASSENGERS CURRENCY CODE 


CANADIAN $ |o aielaetil” 
enter number unless N/A appears LIST 


pa | af 26a.a6finreconrenence] 12026002 | 

mya | oofnoprowcr-oood awa 
mya | oofnoprowcr-oood awa 

| ona | ma | ma | ooofnoprowcr-ooo] awa 

| om | om | øva |  oofnoprowcr-oo] ma | 

| ooofwoprowcr-ooo] aa 

#n/A 

| om | ma | n/a 

ania 

N/a 


INV: 
DOC: 


ania 
ani 

ma 

| øva | oma | oa | ooofnoprowcr-ooo] awa 
| om | oa | nwa | ooofnoprowcr-ood w/a 
| oa | oma | oma | ooofnoprowcr-ooo] ma 
| oma | oa | nwa | ooofnoprowcr-oood wa 
| om | om | øva | ooofnoprowcr-oo] ea 


3,634.14 


#N/A 
#N/A 
#N/A 
#N/A 
#N/A 
#N/A 
#N/A 
#N/A 
#N/A 


3,634.14 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS Formu RAPEN SES CLAIM. FORM e a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the category 
menu. Ensure category has been selected before entering data to the right of that column Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers have been 
entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 

DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 


wae zabeth Denham 120 LEADERSHIP TEAM nance se 


AMOUNT 
TIME CLAIMED 


RECEIPT NO. NO. choose PROJECT 
DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS  cuRReNcY CODE DOC: 


CHOOSE FROM DROP DOWN a 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears LIST 


As above Hosting: Dinner with 
04/04/17 and a ae and working lunches 26050 = T 170.20 |NO PROJECT - 0000 101-26050-0000 


| oyoyn|) | Jäsabwe —— [TaxiinBrusses [Overseas Travel & Accommodation 2G &l 120-26002-0000 
ee a a U err ee a es 
a ee ee ee 
SSS SS SSS Sa ale ae ee 
a a a foe el eee T 
= ee S a 
N/A 
N/A 
HN/A 
HN/A 
HN/A 
HN/A 
N/A 
N/A 


TOTAL EXPENSES INCURRED 592.22 
Claimant declaration: Elizabeth Denham CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that I held a valid driving licence and the vehicle used TOTAL CLAIMED/(REPAID TO FINANCE) 592.22 


had a motor insurance policy for use in connection with business, was taxed and had a valid MOT certificate on 
the date of travel. 


Now forward this claim and your scanned receipts to your approver who should 
=| review it and then email it to expenses@ico.org.uk with "approved expenses" in the 


subject. 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN. Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that column. Mileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers 
have been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 


DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 
. overwrite this cell with currency if "other" 
NAME:|Elizabeth Denham COST CENTRE:| 120 - LEADERSHIP TEAM FINANCE USE 


AMOUNT 


TIME CLAIMED INV: 
RECEIPT NO. NO. cHoose PROJECT 
DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS — currency, CODE DOC: 
CHOOSE FROM DROP DOWN oe e ROE DOU 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears ust 


21/03/17 


Taxi home from Manchester Airport UK Travel & Accommodation 26001 


| ss [Taxi home from Manchester Airport UK Travel & Accommodation 26001 
el Taxi in London UK Travel & Accommodation 26001 


= 
| l 
Dinner in hotel in London UK Subsistence & meals 26001 
Rate exceeded the £170 per night due |Accommodation in London 
to proximity to venue, both to limit 
additional travel and also for safety 
UK Travel & Accommodation 26001 
| 
Æ y 


120-26001-0000 


13.00|NO PROJECT - 00( 120-26001-0000 


120-26001-0000 


1 20.00]NO PROJECT - 0000 120-26001-0000 
225.00]NO PROJECT - 0000 120-26001-0000 


1|N/A 
1 
(| 15.15|NO PROJECT - 0000 120-26001-0000 


12/04/17 


12/04/17 


Breakfast in London UK Subsistence & meals 26001 


N/A 
a aae | a OOO S aboar 
UK Subsistence & meals 26001 10.88]NO PROJECT - 001 120-26001-0000 


EE] Transaction fees on credit card Sundry equipment 23007 ha | a| smofnorrowcr-ooo| 311-2307-0000 


ere 
EI 
Transfer of ICO equipment from US to 
Brusse Sundry equipment 23007 8|N/A 185.46|NO PROJECT - 0000 311-23007-0000 
Registered Traveller Membership UK Travel & Accommodation 26001 |N/A 70.00|NO PROJECT - 0000 120-26001-0000 
#N/A #N/A 0.00]NO PROJECT - 0000 #N/A 
#N/A 0.00|NO PROJECT - 0000 #N/A 
0.00|NO PROJECT - 0000 #N/A 
0.00|NO PROJECT - 0000 #N/A 
0.00|NO PROJECT - 0000 #N/A 
. #N/A 
. #N/A 
0.00|NO PROJECT - 0000 #N/A 
0.00|NO PROJECT - 0000 #N/A 
0.00|NO PROJECT - 0000 #N/A 
. #N/A 
0.00|NO PROJECT - 0000 #N/A 
#N/A #N/A #N/A 0.00|NO PROJECT - 0000 #N/A 
EEE] 
E] 
E) 
E) 
EENE] 
E] 
E] 


19/04/17 
14/04/17 


| ma | oma | ma | ooofnoproecr-o 
mya | ooofno provecr- 0000 


TOTAL EXPENSES INCURRED 


Claimant declaration: Elizabeth Denham CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that | held a valid driving licence and the vehicle TOTAL CLAIMED/(REPAID TO FINANCE) 648.79 


used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 
certificate on the date of travel. 


Now forward this claim and your scanned receipts to your approver who should 


el review it and then email it to expenses@ico.org.uk with "approved expenses" in the 
subject. 


EXPENSES CLAIM FORM 


ALWAYS USE A NEW MASTER FORM FOR EACH CLAIM, DO NOT USE A PREVIOUSLY COMPLETED ONE AS FORMULAE ARE LOST WHEN OVER-WRITTEN. Use a separate claim form per currency. All ICO expenses including mileage can be put on the same form using the 
category menu. Ensure category has been selected before entering data to the right of that columnMileage claims will compute when the mileage categories (at the bottom of the drop down list) are selected and the number of miles AND number of passengers 
have been entered .Enter a reference number and scan/attach a receipt where the receipt number defaults to zero. Enter your name in cell D38 and approvers name in A44. 


DO NOT INCLUDE PARKING DUE FROM THE STAFF PARKING SCHEME. 
ý overwrite this cell with currency if "other" 
name:|Elizabeth Denham COST CENTRE:| 120 - LEADERSHIP TEAM FINANCE USE 


AMOUNT 


TIME CLAIMED NE 
RECEIPT NO. NO. cHoose PROJECT 


DATE DEPARTURE ARRIVAL REASON FOR TRIP DESCRIPTION OF EXPENSE CATEGORY NUMBER MILES PASSENGERS CURRENCY Lee) ») 3 DOC: 


CHOOSE FROM DROP DOWN ean 
DD/MM/YY 00:00:00 00:00:00 ( WHY YOU TRAVELLED) (WHAT YOU PAID FOR) LIST enter number unless N/A appears ust 


Travel from Washington to New York {Taxi to Newark Airport 
01/04/17 eee Travel & Accommodation 2} 1|N/A 110.00] INT'L CONFERENCE| 120-26002-INTL 


aes Be ries Garten Reerriteta #N/A 
#N/A #N/A #N/A OONO PROJECT - 000 #N/A 

#N/A #N/A #N/A 0.00]NO PROJECT - 000q #N/A 
Pt tn | a 0.00} Prone 0004 N/A 
tn itm tm ių oor -ood #N/A 
tn tn | ma 0.00) Prone 000 N/A 
AS | Pn | ama | ea #N/A #N/A 
pin E E) | ma | ma n/A 0.00|No prosecr -ooo N/A 


a - 

#N/A #N/A #N/A 00]NO PROJECT - 000d #N/A 

#N/A #N/A #N/A 00]NO PROJECT - 000 #N/A 

#N/A #N/A #N/A #N/A 

#N/A #N/A #N/A 00|NO PROJECT - 000d #N/A 

#N/A #N/A #N/A 

#N/A #N/A #N/A 00]NO PROJECT - 000d #N/A 
Pt tn |) a 0.00) ron ood ANA 
tv tv tm O onor -ood aN/A 
tt tn |) a 0.00) prone 000 ANA 
Pt itn |) a ooro -ood N/A 
Ett tn ma 0.00} prone 000 HN/A 


Pn tn |) ma 00] prove 000 anya 
pts tn | oohoo -ood anya 


#N/A 


TOTAL EXPENSES INCURRED 110.00 
Claimant declaration: Elizabeth Denham CASH ADVANCE RECEIVED 
| confirm that all of the above expenses have been incurred wholly, exclusively and necessarily on ICO business 
and that where car or motorcycle mileage has been claimed that I held a valid driving licence and the vehicle TOTAL CLAIMED/(REPAID TO FINANCE) 110.00 


used had a motor insurance policy for use in connection with business, was taxed and had a valid MOT 
certificate on the date of travel. 


Now forward this claim and your scanned receipts to your approver who should 
review it and then email it to expenses@ico.org.uk with "approved expenses" in 
the subject. 


